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OFFICE OF GENERALYSER

. ded S 3 AR * p,‘N,’:«,.G’ﬂ‘c’fENT
£, ] ; noMNISTRATIVE SERVICE
FROM: Chief, Records Mamagement & Distribution [prf¥eh :

T0: Chief, Geperal Services

3UBJECT: Weekly Renort of Operatiocne for the period ending
4 Tebruary 1953

A, Persenmel On Duty Vacanedes In Process
0ffice of Chief | 0 o 25X1
Reds, Mgt., Section ' 8 ”

Reds, Cemter Seetionm g 2.
Hadl Control Section v % an
1 31
1. Bo, on leave three days o more: '
¥iail Contrel Section 0.
Records Center Seo, 1

2, Ne. on special detsil out of officed . Hew Long:
Reecords Mgt, Soctionw I Thres daye .
Records Center See, = 0
M24l Control Section- 1 Full week

3, Yhere: One man Ia Transpertation Division ag full time courier,
_ One Records Amalyst to Juckson Commission,
4. Ho, pending vesignation, tranefer and/or reassigmment,
Records Mansgewent Seotion « O o
Reeords Centey o=-3

5. Specific cases on itewm 4 mot in previous reports Joms -

6. Hew applicants interviewed One « Recrulited Ly Versomnel Honme
Recruited by this office_Ope . o

B, Administration and Problens:
é@% Contrel Sections The new ramp connecting Recreatiom and Services
bullding with Jtrs, I makes it possible for the messengers stationed in
+-Qtess 1 to service both bulldings, On Yonday 2 February, [ | 25X1
orientated the utrs, I messengers with the stops to be made in the '
Reereation and Servieces bullding, This new mrocedure saves the bulk
shuttle the time previcusly spent stopping at the R & S buillding,
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CONF 'Pﬁﬁwgl@ggmﬁwk ending 4 Feb, '53

Serpsit.

On 29 January a now procedure for transmitting mail between the
FI Division, L Bullding, and the branches lecated in I and J Bulldings
wag inltiated, An additiomal ecourier was stationed im L g, to walk
the mail destined for I and J Bldge, = from L Bldg, to the courier
post in 1005 I bldg. Approximetely 75% of all madl emamating frem
FI Section is demtined for these buildings,

The following advantages are gained by this new procedure;
1, Steps up the delivery time of this materis] fron
2 houre to 1 hour,
2, Lightens the load plcked uwp from L Bldg, for return
- to Que Bldg, mail roam by the brief case shuttle,
3. GSaves the dispatcher in the central mail room the work
of sorting this material,
4, Lightens the load the Lrief case shuttle carries from
central mail reon to I Building,

Records Management Section: The Office of PES has coneurred by memo

© our propogal that letter amd legal size £iling equipment be
standardized for the Agency. A CIA notice to effectuate the asction
is now being prepared. . .

The Chief of IS hag approved the recommendation included in the
survey of that office and cur amalysts will proceed with the installstion
of the mail control and f£iling systems in acoordunce with the provosed
schedule, : _

The ¥E micrephotographic tesm has returned and the individuals have
been assigned duties within the branch, Unoffieial reports indicate
that the mission was satisfactorily acsemplished,

083 Serviees to this afgime » | has §e§ i‘air 25X1
duty and has brought, i pertInont recoras, .

CRoLiaa
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Sorumv Information

This Vesk
1, Merofilming
v Innges filmed-Rotary Camera . L6665 21,300
Flatwbed Camera | 6663 13,000
2. Records Cemter (all figures in cubie feet)
Records received for processing e
, . 507 ¢ .
and storsge Ll -
References to record material 199" ¢ 2 220
Records material destroyed & —
3, Supplemental Distribution Conter |
a, New material for stock: - L, T
Information Reports . 563 705 549
Imwllimmﬁ Reports 56~ v 63
i Qarﬂupplmnm Biawibutms , ,,»
Information Reports . 288 30 229
Intelligence Reports 15 1 160
Notices - & 7 54,
Regulatlons 6 al 145
Others _ r » 14
¢, Initial Digtribution: ,
Hotlces 5 v 3.8
Regulations o e 1.8
he Vail Aetivities
a, Post 0ffice Mall v
Incoming 5196 5270 5150
Cutgoing 5516 1w 6550
b, Postage expended | ' 643,53 ol & 775,00
¢, Scheduled Couwrier trips 209 sty s
. ' c%. Sp&eisal Covrier trips % 3344
R Imm%g&my mell by courier !
1180 nae 70
14‘03 ﬂé vf»\ m’?ﬁ
£,
. ‘ % J 0 0 -
. Use of Motor Pool Vehiel
& hvetarte o CONFIDENTIAL .
fvadlable but delayed Security Information o . £3 ()i 0
Bot availasble 5 -
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